
 

  

 

Grants System 
Help Guide 
 

Office of State Budget and Management (OSBM) 
Last Updated September 14, 2017 
 



1 
 

Table of Contents 
Basic Navigation ............................................................................................................. 2 

Login ............................................................................................................................ 2 

Home Page & Navigation ............................................................................................. 3 

Search Function ........................................................................................................... 6 

Customized Display Data ............................................................................................. 9 

Add a CRIS Program ..................................................................................................... 13 

Add a Record to the Federal Grants Registry ............................................................... 26 

Create Awards .............................................................................................................. 31 

Agreement Overview ................................................................................................. 32 

Notes: Expected Outcomes & Specific Restrictions ................................................... 41 

Counties of Service .................................................................................................... 43 

Award/Payment Amounts........................................................................................... 45 

Transaction History .................................................................................................... 46 

Save Award ................................................................................................................ 47 

Change/Display Awards ................................................................................................ 48 

Display Award ............................................................................................................ 48 

Edit Award.................................................................................................................. 50 

View & Edit Award/Payment Amounts ....................................................................... 54 

Create/Edit Recipient Account ...................................................................................... 56 

Create Recipient Account .......................................................................................... 56 

Edit a Recipient Account ............................................................................................ 66 

 

 
 



2 
 

  

Basic Navigation 
 

Login 
 

1. Log in at https://www.ebs.nc.gov/ (Live September 5th, 2017). DOT recommends 
you use Internet Explorer as your browser.  

2. Enter your Username and password and click Log On.                           
 

 

3. At the main applications screen, select CRIS / NC Grants. 
 

 

https://www.ebs.nc.gov/
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Home Page & Navigation 
 

Once you click on ñCRIS/NCGrants,ò a new window will appear that looks like the 

screen below.  

On the left-hand side of the screen, there is a list of quick links for ñHome,ò ñHelp,ò and 

ñRecent Items.ò This display remains viewable throughout the use of the application. 

Each of the links does the following: 

¶ Home: Clicking on this will bring you back to the home page.  

¶ Help: Clicking on this will bring you to a screen with Help tools. 

¶ Recent Items: Underneath this is a list of the most recent programs you edited. 

In the main section of the screen, you will see a list of functions under ñSearch.ò 

Depending on whether you have access to CRIS and/or NCGrants functions, your list 

may have different functions listed below.  

On the top right-hand side of the screen, there is a link for saved searches. Once you 

have created a saved search, it will appear in this list, and you will be able to click on it, 

quickly opening the search.  

When using the application, you can click on ñBackò to go back anytime.  

 

 

  

If you only have access to CRIS functions, only the 

top two functions will appear on the list. If you only 

have access to NCGrants functions, only the bottom 

three functions will appear on the list. If you have 

access to both CRIS and NCGrants functions, the 

entire list will appear as shown. 
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Click on the arrow to minimize the left-hand screen.  

 

 

To re-open the left-hand screen, click on the same arrow.  
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Click on the arrow to open a section. 

 
 

Click on expand to expand or collapse to see additional/less rows in the list. To see 

more table rows of the list, click on forward/back or the other page numbers.  
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Search Function 
 

The search function allows users to search for a program/grantee/award by using 

multiple criteria. For example, when searching for a grantee, you can search with the 

tax ID, name, and/or account ID. Enter your search into the fields in the third column 

and click on the search button.  

 
 

You can change the search criteria and filters by clicking on the drop-downs available. 

For example, when searching for a recipient, when you click on the search criterion of 

tax ID, you can see that it can be switched to other selections (see below).  

 

 
 

You can also change the filters. When using the search function, make sure to select 

the appropriate filter based on your search. For example, if you are searching for a 

grantee but only know part of its name, you may want to select ñcontains.ò If you select, 

ñis,ò the search function will look for an exact match.   
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When searching a grantee using its Tax ID, make sure to include the hyphen (i.e. xx-

xxxxxxx).  

 
 

The search functions are set to a default based on what most users will find most 

useful. However, the search criteria can be modified. To add a new search field, click on 

the plus icon.  

 
 

After clicking on the plus icon, a new row will appear with another search criterion (see 

below).  
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To delete a search field, click on the negative icon.  

 

To save a search, type out how you would like the search saved as in the ñSave Search 

Asò field and click on ñSave.ò It will now show up in your saved searches field at the top 

of your main navigation page. For example, if I wanted to run reports on all awards to 

the CRIS program ID of DHHS_2400, I could save a search with that criteria.  

Note: Make sure to type out the keyword in the search before hitting save. 

 

It now shows up in the ñSaved Searchesò field. 

 

 



9 
 

Customized Display Data 
 

The system allows users to display charts, export data, and customize tables based on 

user preferences.  

¶ To create a chart, click on the chart icon.  

¶ To export a table into excel, click on the spreadsheet icon.  

¶ To modify a table layout, click on the tool icon on the top right of the table.  
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You can also change the settings so that additional table rows are displayed.  

1. Select one of the following radio buttons: 

a. Scrolling ï allows additional table rows to be displayed by moving a scroll 

bar on the right side of the section. 

b. Paging ï allows additional table rows to be displayed a page at a time.  

2. Enter the number of rows to display in the Number of Visible Rows Before 

Scrolling or Number of Visible Rows Before Paging field, if desired.  
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Once you click on the tool icon, a new window will open such as the following. To add 

categories to the table, select the category you want displayed from the available 

columns section and click on the right-hand arrow to move it to displayed columns. To 

remove categories to the table, select the category you want removed from the 

displayed columns section and click on the left-hand arrow to move it to available 

columns. 

You can also move columns up or down by selecting the category and clicking on Up or 

Down located at the top of the section.  
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You can also change the settings so that your table is sorted by a specific column in 

either ascending or descending. Click on the Sort By drop-down and select which 

category by which you would like to sort and select ascending or descending.  

Click save once you are finished. To reset it to default, click on Reset to Default.  
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Add a CRIS Program 
 

1. Click Create/Edit CRIS Programs. 

 

2. You will arrive at the main programs screen.  Before you can create a new CRIS 
program, you must first open your agencyôs template and then copy it. To do that, 
click the Search button.   
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3. Your agencyôs template should appear as the first record in the Result List (for 
this example, I am logged in as an HHS user).  Click on the templateôs link to 
open it. 

 

4. Once your template opens, you will need to copy the template by clicking  
the Copy icon (   ) as shown below.   

 
  



15 
 

5. A blank form for creating your new CRIS program will display on the screen. You 
may see alerts similar to the ones highlighted below.  Please disregard these as 
they will disappear as you enter the necessary data into the form. 

 

6. Program ID ï The new CRIS application requires you to enter a unique Program 
ID that is no longer than 24-characters (the old CRIS program automatically 
generated a Program ID (CRIS ID) for you). We suggest you devise an ID that 
consists of your agencyôs acronym and abbreviated program name (for example, 
ñDHHS_RuralHousingò). If you attempt to create a Program ID that is already 
exists, you will receive an error message.   

 
 
 








































































































